Director of Logistics ' L Jemmary 1963
Cutef, Administretive Staff, OL

“ioathly Activity Report

»

1. Wmmmw !
a. Botation of 5L Destgaees

During Decesder the tranafers of three OL employees io
support positions cutside OL were effective. O(ne 5L desipnee
wng returned to the (L Sitaffing Complenent fvos an ires
Division ILoglatics office.

B. Llegeification Studies

(1) w'ugg Survey of Procurement Ddvision
'

The survey has besn completed and an spproved Fora
261, effective 3 Deoember 1962, was received from Sslary
and Wage Idviaicn/OP.

Yo o

{(2) Decresse in leborer Positions in 5D

4 decresss of 10 laborer positions (iemporery during
25X1A6a roof repairs nt from Supply Diviaion Staff-
ing Complement wns anthorized effective I Decesber 1962.

25X1A
(3) Chanses of Steffing Complement in Office of Trelning,

25X1A6a

e
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gy Position in DO/R, Cfftce of

A new G5~15 Contamet Opecialist position and & 03-12
Contract Administiretor position were spproved by Pom 261
dated 7 December 1962. A G3-00 Supply Assistant positicn
incumbency vas Lnoressed from one to two by e cmse Pors.
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formally approved 3 Deceuber 1062,
(s)

y. g
The upgrading of £tw¥ dlvision chlef positions and one
I CGiiof position wos aspproved 1h November 1062.

(7) Clessirication Survey of PED

A representative of the Salayy and Wage Division is
continming the survey of the P8D,

(3} Classificntion Teview of Telephone Cpermtor Positioms

The Salary and Wags Division is continuing & survey of
talephone operator positions vhich wo bad requested due to
the incressed responslibllities beipg carried out by the
operators. An approved Stalffiog Cosplement Change Authori-
zation is expected the first part of Jamary upgreding these
positions.

Recrul taent
{1) Professions) Personnel

(n) Ope G5-09 Contract Adainiatrator entered on duty
with Procurement Division on 4 December 1962.

{b}) One mpplicant wes placed in procens sz & 0S-07
logistics Officer Tyainee. A G8-09 Trensporietion Officer
was aleo placed In process fox TD. Two legisiice Officer
Trainees cancelled their interest in foency employment: dmne
wanted a hizher grade,and the other acceplied another job.

{c) ™Mll clesrance wes received on one trainee in pro-
cegp, Dat be is uneble to enter on duty before April 1953.
A full clearsnce war alac received on & 0S-09 Contract
Inspector vho is expected to enter on dutby the first week of
February 1963.
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(3) other Categoriss

{z) ‘vo RMndery Operstives entered on duty during
Deaamiber. An Offset Press Operator resizsned to enter private
iadustry. Oog Rindery Assistant in pmvocess wvas cancelled
due to security disapproval. One Hindery Opemmtlive wea also
nlaced in process aning Decenber.

{b) C(me Telephone Operator was placed in process during
Decasber. Two other Telephone Oparstors in process csnealled
during Decenber: one left the ¥eshington mrem,snd the other
sccepted auother poaition.

{c)} Coe G3-03 Procurement (lezk Typlst wes plsced in
process o a HAR btests for the I

{d) A G505 Property and Supply Clerk wes placed in
orovess for the Jupply Division. h&a—&ﬁm&wxﬂémy
{lerk reported for duty with 8D from the Pool'. A W=9 Office
Applisnce Repalrmes also antered on duty.

(2) C(me laborer was placed in mrocess for o temporary
appointment NIE six months. Another laborer wes
by Security during Decembexr; ons laborer alse entered an duty.

{f) Two eouriers reported for duty in the Mell end
Conzriar Brench duvise Deteuber. ¥We loat the services of two
couriers: one to enter college, and the other wes
reapslisned Lo

{z) One clerk stonogrepher was assigned to OL from the
mmﬁmummmw Omclm'xt:miat
yay placed on WP to aceompeny her hugband oversess. Another
G806 Publications Zditor resigned when no position was aswvail-
able to bhey oversenz} she hed besn on I30P. One mail clexrk
with PaD was resssizned to DD/I/OCR.
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d. Celling Mdooation

Detribution of ceiling within the Uffiee 1z being xevieved
Witk staf? and 4ivision chiefs.

HWWW

Y 1963, Since no provision wes made
in the budget of o ; s Myment, the Agensy Badget
Officor was mmmmtmmmawwmw

action. GSAWWM&m&mWyWMW
%Memintmmﬁﬁnﬁsfwwm&. Te Agency Badget
officer indicated that this would be & matier of fupither negoli-
atlon at the Pureau of ihe Bodget.

be Allotment Accounis

mmamwwwwwmmmmtﬁamwz
secomis maintaioed by Flsesl Mvision, (tfice of the Conptaoller,
the Tinal swlmﬂmﬁﬁaﬁmtaﬁimﬁwwmmﬁz of
5%%%1@%%%&%&3&%1%3, snd the formal
smwsmmwm;mtmmm;mmmmi 10
dayee

The Logistics Area Hectrds Officer atbtended s meeting on L
Tecenber of all Agency Records Cfficers. e CIA Records
rdntnistration (Kficer stressed the importance of the Agency

reen with specisl atteation &lrected at the deposlii of

o Mmmtmmmm@tmtﬁwmt
that meercug conponents of the Agency #d oot have s up-to-dale
T4tal Records Schednie; sad in the event of emsrpency, would heve
meen operating umdier an extiress rendlenp dua to lnadequate records
with which to set up and sctivate st e Falooation Center.

A voview of logistics vitel records wae recently coapleted
and the sxisting schednle has been yeviged for publication. It
wog found that the Logisticsschedule couid e reduced sud sl
e adequate under el ENLY condltions. The foxmed was chenged
o ooaply wlth Agena gtandard proceduxes .

%
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The Chief, Reccrds end Jervices Branch cocrdinaved within
Tocistics the processing of the ¥Mail Control Quastionneires
developed and dlgtributed by the Manpower Task Foree. The
questionnaire was desizned to slleit sotunl facts regmading mall
processing st the lowest Agency echelon having mall contral
sotivities. The gquestions were worded In sueh a way that tue;
conld rendily be interpreted seversl different wys--according to
the tidnking of the individml copleting the fom. Completed
Torms were Torwerded to the Task Forge oun 2 Decwmsber 1962.

. Incresse in VW, 5, L Salary Segle

A revised pey ccale for Fegder Wege Bosyd Schedule euployees
wsgs received, o be gffective J December 1062. A total of 170
axployess received poy sdhmtuents o8 & remidt of the new schadile.

wo bindery operatliven ssalgned to PED were comverted to
repidar staff eployee status effective 23 December 1962. Seven
laborers ware converted Iras temporary to full~tine employees,
sine effective 23 Desember 1962. One tempoysry laborer wis con-
verted to replar enplovment snd wns resssigred as o GS-0h Store-
hespey Genursl.

Three teEworary laborers whoges appolntmentia were Lo expire
31 December 1962 have been extended 30 4doys, not %o excesd 3L
Jamonry 1963
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ke fetirement of Iogis

25X1A9a
25X1A9a |

The detall of a ¥-3 Leborer to the mm’zm?gmm
gtg terainated oo 11 Desenber 1962, He wns smsigned there

- F25X1A
besinaing 19 Novesber 1062, sod he has returned now full tise %o
-3epe  Tiry : 2 ‘ P ¥ 44 £ 157 gy
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u. Taewssilc Tube Orisntation

S R SIS

DE/R operatorsfor the pneunstic tube systen. In order o se-
comdate new perscnel and replacements for curment operstors,
we wxpect to be called upon pericdically to preseat the ons=hour
orientation senslon.

An additional orientstion progrma bas been scheduled feor [

e [
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ie ILoglaties Trainees

T S0 o3 the tralnees conpleted thelr treining
progres daring Desesber 1762, and they are both sasigned to the
Procuranent Diviglon. The other trainess will be euesed In the
aa&;.win{x activiiles durin: Januery:

Plamning 5l and Teangportation Hvision

25X1A9%9a Detalled o D and Plaonins Sialffl
rocuvessnt Tivisian and Opersiiocns Suspert Course

25X1A%a|

Budget & Plomnce Procedures g/} 12/1&/6&
”

25X1A9a Hansoment Course |
Effective Bpesking z.e/s -1 63
Hanasenent Course 12/3 - 12/1h/60 !
Hanerement Course 12/3 - 28/1h/62 |
Hanagwaent Course 12/3 - 12/14/62 |

Y
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